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Advice Services Alliance Board of Trustees 
 

Voluntary: Role Description and Person Specification 
 

August 2021 
 

Thank you for your interest in the role of voluntary Trustee of the Advice Services Alliance. 

We are inviting people with a strong commitment to access to justice to apply to join our 
Board of Trustees. We are looking to strengthen the Board and to ensure that it reflects the 
full range of services offering advice across the UK.       

We hope that you will find all the information you need about the role here or on our 
website. However, if you would like to discuss the role with a member of the team, please 
contact Rachel Russell at Rachel.russell@asauk.org.uk and she will arrange a time to discuss. 

The deadline for applications is Monday 13th September 2021 at 12 noon. Please submit 
your expression of interest in the role with a short covering letter outlining your interest in 
the advice sector and what skills and experience you will bring to the role. Send this to    
director@asauk.org.uk.  

The Advice Services Alliance is the umbrella body for independent advice services across the 
United Kingdom. We promote the development of high quality advice services and 
encourage co-operation between advice organisations. We provide a forum for members to 
discuss matters relevant to the sector and undertake policy work on their behalf. We 
undertake cross sectoral projects where there is a clear benefit to all members and respond 
to government initiatives relating to advice. We own and manage the Advice Quality 
Standard (AQS), a cross sector quality mark for the provision of social welfare advice and 
legal services. Please visit our website at www.asauk.org.uk for further information about 
our work.                        

The Advice Services Alliance is a membership organisation, charity and a company limited by 
guarantee. Our members are the national networks of not-for-profit organisations providing 
advice and help on the law, access to services and related issues.  

Member organisations are entitled to nominate representatives to the Board of Trustees 
and additional independent members are recruited from organisations who have similar 
interests and support our aims and whose skills and expertise can address gaps to promote 
wider cooperation.     

Although home working through the pandemic, our offices are currently based in central 
London in the offices of AgeUK. Trustee meetings have been taking place online, but we 
intend to run face to face meetings from the autumn (subject to any restrictions).   

Trustee meetings typically begin at 3.30pm and end by 6pm at the latest, although we can 
be flexible with timings.   Expenses are available for travel and for other reasonable out of 
pocket costs to attend the meetings. Meetings are held quarterly (the one in December 
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usually includes the AGM) and there is a strategy day held at the end of February. Trustees 
are invited to attend all other meetings and events held by the ASA.                    

The ASA has a small but effective staff group, currently three people. We deliver a large 
programme of work by working in partnership with others and by contracting consultants to 
help us undertake discrete projects. Please visit our website for further information.  
 

 

Please submit your expression of interest in the role to director@asauk.org.uk. Please 
include a short covering letter outlining your interest in the advice sector and what skills and 
experience you will bring to the role. The deadline for applications is Monday 13th 
September 2021 at 12 noon.   
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Duties and Responsibilities of members of the ASA Board of Trustees 
 

This role description and person specification outlines the roles and responsibilities of a 
voluntary trustee of the Advice Services Alliance (ASA). All trustees are unpaid. We will pay 
travel expenses and can also pay reasonable personal expenses in relation to exercising the 
role (for example, child care expenses). In some circumstances, it may be possible to make 
the business case to provide support to an employer who permits attendance at the 
meetings during work time. Any claims for expenses or support must be agreed in writing in 
advance by the Chair.  
 
 The duties of a trustee as specified by the Charity Commission are:  
  

 to ensure that the organisation complies with its governing document, company law, and 
any other relevant legislation or regulations.  

 to ensure that the organisation pursues its objectives as defined in its governing 
document  

 to ensure the organisation applies its resources exclusively in pursuance of its objectives, 
i.e. the organisation must not spend money on activities which are not included in its own 
objectives, no matter how worthwhile or charitable those activities are  

 to contribute actively to the board of trustees' role in giving firm strategic direction to the 
organisation, setting overall policy, defining goals, setting targets and evaluating 
performance against agreed targets  

 to safeguard the good name and values of the organisation  

 to represent the company at functions and meetings as appropriate  

 to declare any conflict of interest while carrying out the duties of a trustee  

 to be collectively responsible for the actions of the organisation and other trustees  

 to ensure the effective and efficient administration of the organisation  

 to abide by the equal opportunities policy  

 to ensure the financial stability of the organisation  

 to make sure the organisation is properly insured against all reasonable liabilities  

 to appoint and support the employees and monitor their performance and to take 
disciplinary action if appropriate. 

 
In addition to the above statutory duties of all trustees, each trustee should use any specific 
knowledge or experience they have to help the Board of Trustees reach sound decisions.  
 
This will involve scrutinizing board papers, leading discussions, focusing on key issues, and 
providing advice and guidance requested by the board on new initiatives, or other issues 
relevant to the area of, the organisation's work. 
 
The Chair of the Board of Trustees has some additional responsibilities including chairing 
meetings, signing off minutes and liaising with the Director on strategic matters. 
 
Trustees of the Advice Services Alliance are asked:           
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• to attend and contribute to quarterly Board meetings, and to read papers in advance of 
meetings (June, September, December with AGM and March) 

• to attend one annual meeting for reviewing and planning (usually in February) 
• to attend sub-committee meetings as appropriate and by agreement   
• to participate in other tasks as arise from time to time, such as interviewing new staff, 

helping with fundraising by agreement 
• to join or contribute to events or activities run by the ASA wherever possible 
• to keep informed about the activities of the organisation and wider issues which affect 

its work  
 
For further information about undertaking a charity trustee role, please see:  
 
https://www.gov.uk/running-charity 
 
http://www.governancecode.org/useful-resources/principle-1-understanding-the-boards-
role/ 
 
 
Person specification  
 
All trustees will demonstrate the following personal attributes and qualities:  
 
• a passion for social justice and a belief that positive change is possible 
• a commitment to the Advice Services Alliance and its objectives  
• an understanding and acceptance of the legal duties, responsibilities and liabilities of 

trusteeship  
• a willingness to give time in the performance of these duties 
• strategic vision  
• good, independent judgment  
• an ability to think creatively and analytically 
• integrity  
• willingness to speak their mind  
• an ability to work effectively as a member of a team   
 
 
In addition, we are seeking trustees who can represent some of the communities who 
currently have little voice within the strategic bodies in the legal and advice sector.   
 
This includes: 
 

 People working with or lived experience of Black and Minority Ethnic Communities,  

 People from the Deaf and/or Disabled communities 

 Young people with a strong interest in social justice and the advice sector 
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Other Roles within Advice Services Alliance Governance 
 
The Trustees are supported by and work closely with the following people:     
 
Patron: Lord Low of Dalston supports our work and meets with us regularly in his role as 
author of the Low Commission Report and interest in advice and health outcomes. 
  
Chair: The Chair of the Board of Trustees represents the independent voice of the ASA and 
may direct the work of the Treasurer and/or others. Our current Chair is Ruth Hayes.  
 
Treasurer: The Treasurer oversees the financial management of the organisation and helps 
make decisions in relation to expenditure and financial risk. Our current treasurer is John 
Roberts.  
 
Director: The Director is responsible for all management tasks of the organisation and is also 
the Company Secretary. She manages both members of staff and has primary responsibility 
for delivery of the work plan including grant applications and fundraising. She has oversight 
on all financial matters on a day to day basis, including paying and recording invoices, 
collecting and recording income, pay roll and returns to HMRC. She also has responsibility 
for entering all actions onto the company accounting package, QuickBooks and for 
maintaining the paper records. The director prepares monthly management reports that can 
be made available as required. The current Director is Lindsey Poole.     
 
Finance Support: We buy support from a finance consultant, Samuel Tsipotey who has 
extensive experience of the QuickBooks package. Support is provided on a monthly basis to 
both check the work of the Director and provide training on the system. This package is very 
flexible and includes means to set budgets at the beginning of the financial year.   
 
Accountants: The accountants are appointed annually at the AGM and undertake the 
preparation of the accounts and the annual independent financial review. Our current 
accountants are Buzzacotts.   
 
Banking: Our bank account is held with Unity Trust Bank.  
 
Legal Advice: Our solicitors are Russell-Cooke. Ad hoc advice on legal matters can also be 
accessed through our pro bono contacts, particularly LawWorks.    
 
 

 
 
 

Lindsey Poole  
July 2021 


